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COVID-19 (novel coronavirus) Pandemic Plan

Pandemic Manager: The Principal
Other Key Personnel: The Office Manager, Classroom Teachers, Support Staff, Cleaners, Board of Trustees Chairperson
Isolation Room(s):  
A. Sick Bay
B. M1 (larger room, made available if necessary)

Contents of this plan:
Stage 1: Risk Management
Stage 2: Cluster Control
Stage 3: Pandemic Management
Stage 4: Recovery

Appendices 1-4: examples of communications with community
Appendix 5: Screening Flowchart
Appendices 6-8: Notices for Display
Appendix 9: Suspected  notification form

Refer to full pandemic management guidance provided by the Ministry of Education






Stage 1: Risk Management
Notification: Ministry of Health announces human to human transmission 
Pandemic manager will ensure: 
1. Preparedness follows guidelines provided by the Ministry of Health.
2. Parents, caregivers and guardians are informed that the pandemic plan is in place (Sample letter appendix 1).
3. All contact details are up to date (HERO checking process at beginning of each year, and reminders sent out throughout the year). 
4. The school office can easily generate an up to date contact list on HERO, which will be provided to the local Ministry of Education office if requested. 
5. Parents, caregivers and guardians are kept updated on their tasks and responsibilities, which will include how to manage sick children and adults and what happens in the event of closure. Parents, caregivers and guardians are aware of ways to limit spread of the pandemic including staying at home when sick, cough and sneeze control, hand washing etc. 
6. Lyall Bay School will review resources to ensure that there are sufficient supplies of cleaning materials. Introduce extra cleaning as required. This will be determined by the nature of the pandemic and will be advised by the Ministry of Health. 
7. Critical staff numbers and skills required to keep essential parts of the school running are identified, as suggested below:
a. Principal and / or Deputy Principal’s (DP’s)
b. At least one staff member for the office 
c. A ratio of at least 1 teacher for every 30 children
d. ORS funded and special needs tamariki to have enough support through either teaching assistants, ORS teacher, SENCO, or teachers. 
Parents/guardians will: 
8. Ensure contact information held at school is accurate and up to date (records sent out annually, and reminders communicated regularly). 
9. Provide the school with (preferably two) accurate and up to date alternative contact details, in the case of the first contact being unavailable.
10. Ensure children who are unwell remain at home. Parents, caregivers, guardians and whānau should also remain at home when they are feeling unwell, particularly if they are exhibiting the pandemic symptoms. 
11. Contact healthline on 0800 358 54 53 for COVID-19), or the GP (vital to call ahead first before arrival) for medical advice if concerned about any student or staff member displaying symptoms and stay at home until symptoms resolve.
Staff will
12. Maintain up to date emergency contact information for all students and staff
13. Maintain familiarity with Ministry of Health guidelines for pandemic management. 
14. Request that a student is collected and taken home immediately should they become seriously ill or if instructed to do so by the pandemic manager. 
15. Ensure that if a student becomes ill and cannot be taken home immediately they will be placed under the care of an adult and will be taken to the isolation area to await collection from Lyall Bay School. 


Stage 2: Cluster Control 
Trigger: Ministry of Health announces human pandemic strain case(s) found in Wellington. 
Pandemic Manager will: 
1. Communicate early the possibility of a pandemic and Lyall Bay school’s preparedness to manage it – to board, staff, students, parents and whānau (Appendix 1-4)
2. Discuss with staff possible health and safety issues and leave arrangements for them if they are ill or need to look after dependents. 
3. Ensure the Cleaning Company is aware of the alert, and follow additional cleaning processes. 
4. Select and communicate the most appropriate isolation area (either the Sick Bay or M1, or both). 
5. Restrict entry of any persons displaying the pandemic symptoms in Sick Bay
6. Display isolation signs where needed (Appendices 6-8)
7. Contact healthline on 0800 358 5453 (for COVID-19) or the GP for medical advice if concerned about any student or staff member displaying symptoms. 
8. Communicate any decisions about exclusion, isolation, closure to parents and caregivers through established protocols. 
9. Notify any cases to health authorities as required (appendix 9). 
10. Establish a system to monitor families who are ill or suspected of being ill including contacting families who are unexpectedly absent. 
11. Use a variety of means to remind students, staff and families to practice good personal hygiene and cleaning habits. 
12. Take a common sense approach on how to handle appropriate social distancing between students and students, and students and staff - see examples later in this document
13. Notify the local DHB if more than 30% of the roll is absent. 
Parents / Caregivers will ensure:
1.Children who are unwell remain at home and parents, caregivers and guardians and whānau when they are feeling unwell, particularly if they are exhibiting the pandemic symptoms.
2.Contact Healthline on 0800 358 5354 for COVID-19, or the GP for medical advice (important to call first) and stay at home until symptoms resolve.
3.Children, parents and caregivers who have been overseas recently to an affected country, and/or been in contact with someone diagnosed with the pandemic to self isolate and stay away from school. 
Staff will: 
1.Report to the pandemic manager, and take care of, any student (in isolation room, and taking care to protect their own health and safety), showing the pandemic symptoms, such as: 
2.High fever (or feel feverish or hot) 
a. Headache, fatigue and weakness 
b. Sore throat, cough, chest discomfort, difficulty in breathing 
c. Muscle aches and pains
d. Any additional symptoms communicated by Ministry of Health
3.Notify the Pandemic Manager if they themselves have pandemic symptoms, and contact Healthline on 0800 611 116, or the GP for medical advice and stay at home until symptoms resolve. 
4.Notify the Pandemic Manager if they have recently returned from affected countries.




5.Fill in the suspected pandemic notification form (appendix 8) and give to the Pandemic Manager to submit. Take names of contacts (those who have been within one metre of them or in an enclosed place for more than 60 minutes). These will be provided to the Pandemic Manager. 
6.In consultation with the Pandemic Manager, arrange to send the student home immediately. Suggest they call their doctor by telephone to advise that they have been in contact with a suspected pandemic case. Set up an isolation room. 
7.Advise parents, caregivers and guardians, caregiver and guardians to collect their children. 
8.Ensure the school has adequate supplies of tissues, medical and hand hygiene products, cleaning supplies and masks. 
9.Cancel all extracurricular activities and planned school trips. 
10.Remove books, magazines and papers from common areas. Consider ways of cleaning and/or restricting communal use of some play, physical education equipment or office equipment. 

Cleaning Contractor (Crest Cleaning) will: 
1. Implement Pandemic Cleaning Procedure, following additional cleaning processes. The procedures in such an event will be to use detergent and/or bleach on all surfaces as advised by the Ministry of Health.
2. Report completion and any issues to the Pandemic Manager




Stage 3: Pandemic Management 
Trigger: The Ministry of Health will widely publicise any changes to the “alert codes” and may signal the need to activate pandemic and continuity plans. The Ministry of Education will contact schools to provide further guidelines / directions. 

Pandemic Manager will: 
1.Through consultation with the Board of Trustees Chairperson, the DHB Emergency Planner and the Ministry of Education Office make the decision to close Lyall Bay School as required. 
2.Advise all parents, caregivers and guardians (Sample email and text - appendices 3 & 4). 
3.Post notices of closure on entry points. 
4.Collaborate with local agencies in making Lyall Bay’s School facilities available in pandemic response efforts.

Cleaning / Hygiene Practices 
During a pandemic Lyall Bay School will be closed but may need to clean thoroughly to destroy any virus. This applies particularly to hard surfaces (for example, sinks, handles, railings, objects and counters).  viruses may live up to two days on hard surfaces.

While the school is closed, hygiene practices should be elevated in a pandemic to an even higher level than usual. through and additional cleaning to be carried out, for example:

· Reminding staff and students not to share cups, dishes and cutlery; and ensure these items are thoroughly washed with soap and hot water after use. 
· Remove books, magazines and papers from common areas.
· Consider ways of cleaning and/or restricting communal use of some play, physical education equipment and office equipment.
· When a person with suspected symptoms? is identified and has left, it is important that their work area or office and any other known places they have been are thoroughly cleaned and disinfected.
· Planning should identify the basic hygiene practices (including hand hygiene) to be followed by cleaners, protocols for the use of personal protection equipment (if recommended by the Ministry of Health), and methods for waste disposal.
· all internal spaces should be well ventilated, preferably by fresh air via opening windows
· People with COVID-19 symptoms should use a disposable surgical mask to help prevent exposing others to their sneezes and coughs. Used masks must be disposed of in a sealed bin as soon as they become moist, and hands must be thoroughly washed and dried after the used mask has been discarded. More information on how / when to use masks is available here https://www.health.govt.nz/our-work/diseases-and-conditions/covid-19-novel-coronavirus/covid-19-novel-coronavirus-health-advice-general-public/covid-19-novel-coronavirus-face-mask-and-hygiene-advice

Social Distancing and Barriers
In primary schools social distancing may be difficult to achieve, but any raising of awareness or any level of compliance will be useful (source: Ministry Of Education)

Social distancing is a strategy to protect staff and students during a pandemic by minimising their contact with others. Events involving large gatherings should be avoided, whether inside or outside. 




A distance of at least one metre should be maintained between people wherever practical.  The Ministry of Health has the following suggestions for minimising contact, including the following measures where practicable:
· Use closed sliding glass and doors to maintain a barrier between office staff and members of the public
· Avoid bring large groups of children together (eg multiple classes in confined mat areas)
· Cancel overnight stays 
· Arrange learning activities outside or make use of large indoor spaces
· Avoid activities where children are holding hands, hugging, kissing, sharing equipment, etc
· Set up the classroom to maximise opportunities for distance - table distances, single seating spaces, etc
· Where possible avoid meeting people face-to-face – use the telephone, video conferencing and the internet to conduct business as much as possible – even when participants are in the same building.
· If a face-to-face meeting with people is unavoidable, minimise the meeting time, choose a large meeting room and sit at least one metre away from each other if possible. Avoid shaking hands or hugging. 
· Avoid any unnecessary travel and cancel or postpone non-essential meetings, gatherings, workshops or training sessions.
· Avoid public transport. 
· Bring lunch and eat away from others (allowing distance in the staffroom).
· A staggered lunch and morning tea times may be introduced to reduce numbers in the staffroom. 
· Set up systems where families and staff can request information via phone, email or fax and have information ready for fast pick-up or delivery.





Stage 4: Recovery 
Trigger: Population affected by vaccination/or pandemic abated in New Zealand. 

Pandemic Manager will: 
1. Advise that Lyall Bay School is reopened through email and text (phone call for those with no email or text).
2. Undertake debrief of procedures used with staff.
3. Review the importance of keeping safe guidelines with children.
4. Arrange for trauma/grief counselling as necessary.
5. Lead a community evaluation of all procedures followed and make updates, based on recommendations
6. Share a report of evaluation with the community and Board of Trustees
7. Update all relevant documentation
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Appendix 1
Pandemic Stage 1
[bookmark: _Toc300125940]Sample letter 1


Letter to parents/caregivers: introduction to pandemic planning



Dear Parents / Caregivers

Most of you will be aware that we are starting to see signs of a possible increase in the COVID-19 virus. International health experts are concerned that the virus could mutate to pass easily between humans, leading to a global pandemic.

The government is preparing plans to protect the country from a possible pandemic. 

Our School has an emergency management plan that covers most emergencies, such as fire and earthquake. Using resources provided by the Ministry of Education, we are now updating our emergency management plan to include plans for coping with a pandemic.

We will keep you informed as our pandemic plan develops. Meanwhile, you can reduce the risk of your child catching COVID19 or  by:

· Teaching your child(ren) the importance of hand washing – especially before meals and after toileting.
· Teaching your child(ren) to use a disposable tissue when coughing or sneezing.
· Keeping your child(ren) at home if they have the flu.

An important part of emergency planning is ensuring we have up-to-date contact details for all students and staff. Please ensure that you complete and return the attached form. Your personal details will not be used for any other purpose other than in the context of emergency management.

If you have any questions or concerns at this stage, please contact me directly. 

Yours sincerely



________________
Principal Tumuaki






Contact details
Please take time to fill out this form with up-to-date contact details for you as parents/caregivers of your child (or children) at school. Please also provide two local emergency contacts of people your child knows (eg, family/friends) who could take care of your child in an emergency:

Date: ___________________________
Family name: ____________________________________
Name(s) of child (ren): ______________________________________________________
__________________________________________________________________________
1. Parent/caregiver:_______________________________________
Home phone: _______________________
Work phone: ________________________Mobile phone: ____________________


2. Parent/caregiver______________________________________

Home phone:_______________________

Work phone:________________________ Mobile phone:_____________________


3. First emergency local contact (eg, friend or family member):

Name__________________________________________
Home phone: _______________________
Work phone: ________________________Mobile phone: ____________________


4. Second emergency local contact (eg, friend or family member):

Name__________________________________________
Home phone: _______________________
Work phone: ________________________Mobile phone: ____________________










Appendix 2
Sample letter 2 						
Pandemic Stage 2


Dear Parents / Caregivers

The government has announced that New Zealand is stepping up its pandemic response plans. This means that the situation overseas has changed and New Zealand’s borders have been tightened in an attempt to stop the virus getting here.

We are talking with health and education officials and we have been advised that there is no reason for alarm. We will remain open until further notice. Our own pandemic plans mean that we have systems in place to help us cope if anything changes.

The most important thing you can do as parents and caregivers is reinforce healthy messages: 

· Teach your children the importance of hand washing and drying – especially before meals and after toileting.
· Teach your children to use a disposable tissue when coughing or sneezing.

We ask that all children or students showing flu like symptoms be kept home until checked and okayed by a doctor or nurse to return. 

We are updating our emergency contact details for all students and staff. Please complete the attached form and return it to your child’s/student’s classroom teacher.

The board of trustees and I are working closely with staff to ensure that all students are kept as safe as possible.

If you have any questions or concerns please contact me directly. Thank you.


Yours sincerely





________________
Principal Tumuaki











Appendix 3

Sample email
Pandemic Stage 3

Dear Parents/Caregivers

Ministry of Health and Ministry of Education have advised Lyall Bay School to close because of COVID-19. 
The Board of Trustees are following this advice and the school will be closed until further notice. 
Please do not send children to school under any circumstances.
You will be notified by email and text when the school is once again open.
We hope these measures help to slow and stop the spread of COVID-19. 
Please make sure that you keep washing hands, not sharing utensils or food and isolating anyone who is unwell. 

Ngā mihi
Melanie Dean
On behalf of the LBS BoT







Appendix 4

Sample text
Pandemic Stage 3

We have been notified by MoH and MoE to close the school until further notice because of COVID-19. Please do not send children to school under any circumstances. 





















Appendix 5
Screening flowchart

For detection and management of suspected pandemic  cases

Process
1. Your school’s ‘pandemic manager’ receives a call from a person suspecting they may have COVID-19, or from a staff member who has noticed a child who may be ill.
2. Avoid contact with the sick person if possible and manage the process over the telephone.
3. For someone at the school who is ill, follow the flowchart below:
Unlikely to be .
· Reassure
· Advise them or the parents/whānau to visit their doctor.
Obtain a surgical mask (if possible) for the person ill at school and organise for them to leave school immediately. Suggest they or their family call their doctor by telephone to advise that they have been in contact with a suspected  case.

Arrange for cleaning of the area where they have been.
Advise contacts that they have been in contact with suspect case.
Ask contacts to go home and to stay there until advised otherwise.
No symptoms, as described above
Assess whether the person or child has any of the following:
· High fever (or feel feverish and hot)
· Headache, fatigue and weakness
· Sore throat, cough, chest discomfort, difficulty in breathing
· Muscle aches and pains.
· Been overseas recently to an affected country
· Been in contact with someone diagnosed with COVID-19.



· Been in contact with someone diagnosed with .
Person unwell. May be considered as possible case of .COVD-19
Fill in the suspected Notification Form. Take names of contacts (those who have been within one metre of them or in an enclosed place for more than 60 minutes).




Yes, has two or more symptoms described above, and been overseas OR in contact with some diagnosed with 

[bookmark: _Toc140293440][bookmark: _Toc141257725][bookmark: _Toc141262940][bookmark: _Toc141768983][bookmark: _Toc143322791][bookmark: _Toc143322840][bookmark: _Toc143322884][bookmark: _Toc143322927][bookmark: _Toc143322976][bookmark: _Toc143329144][bookmark: _Toc143329571][bookmark: _Toc172628998][bookmark: _Toc177447826][bookmark: _Toc228616024]









[bookmark: _Toc140293441][bookmark: _Toc141257726][bookmark: _Toc141262941][bookmark: _Toc141768984][bookmark: _Toc143322792][bookmark: _Toc143322841][bookmark: _Toc143322885][bookmark: _Toc143322928][bookmark: _Toc143322977][bookmark: _Toc143329145][bookmark: _Toc143329572][bookmark: _Toc172628999][bookmark: _Toc177447827][bookmark: _Toc228616025]














Appendix 6
 staff notice 1
 COVID -19  NOTIFICATION

 COVID-19 is a contagious disease. 
There is currently an increase in the numbers of people in New Zealand with . To prevent the spread of  here:

DO NOT ENTER if you have:
· chills, shivering and a fever (temperature above 38oC)
· onset muscle aches and pains
· sore throat
· dry cough
· trouble breathing
· sneezing
· stuffy or runny nose
· tiredness

If you start to feel ill at school or are showing any of the symptoms listed above, 
DO NOT leave your area. 

Call the  manager 

…………………………………… Phone ext………
[bookmark: _Toc300125935]


Appendix 7
 student notice 2

  COVID-19 NOTIFICATION

 COVID-19 is a contagious disease. 
There is currently an increase in the numbers of people in New Zealand with . 
To prevent the spread of  COVID -19 in this school, you must tell your teacher if you have any of the following flu symptoms:

· chills, shivering and a fever 
· onset of muscle aches and pains
· sore throat
· dry cough
· trouble breathing
· sneezing
· stuffy or runny nose
· tiredness



[bookmark: _Toc300125936]
Appendix 8
Closure notice

SCHOOL CLOSED


DUE TO THE  COVID-19 PANDEMIC,

THIS SCHOOL IS CLOSED UNTIL FURTHER NOTICE


DO NOT ENTER

Unless, you have to collect a child, please proceed to ______________________________________________


For urgent enquiries, contact

_________________________
[bookmark: _Toc300125937]



Suspected  Notification Form
Details of Affected Staff/Students

	Name:
	Site:
	Location of isolation:


	Job title:

	Nationality if visitor to site:

	Date of birth:
(optional)

	Address:



	Telephone no:
 			 (W) 			 (H) 			  (M)
 

	Symptoms noticed:

Fever		|_|	Body aches	|_|
Headache	|_|	Fatigue	|_|
Dry cough 	|_|	Others	 	|_| Details: 			
Cold		|_|

Time of fever on-set: 					
			
Time of isolation: 											


	Travel history over the past eight days: 

Countries visited 			 				

Flights taken:							


	Where referred: 


	Contact List (See separate page)



	Where referred: 


	Contact List (See separate page)



Details of Reporter 

	Name:


	Job title:


	Telephone no:
			 (W) 			 (H) 			   (M)



[bookmark: _GoBack]Yes, two or more of symptoms, as described above
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